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3.2 Active Duty for Training (ADT) (RPA)

This tour type should only be used to request funding for a training course (not
covered under the formal school process of AFMAN 36-8001 Chapter 7), or to
allow the IMA to obtain orientation training that cannot be accomplished during
normally scheduled IDTs and AT (AFMAN 36-8001, Chapter 6). Funding for
these types of tours is very limited and there must be a strong justification for
provided to support this request. (Must pay (funded) requests will be approved
before un-programmed (unfunded) requests).
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3.2.1 Step 1 (Personal and Contact Information):

Verify data in Home Address on File and answer the questions on the page. If
the address listed is different than that listed in MilPDS, in addition to providing a
different address, you will need to update your vMPF record to reflect the
appropriate change. If the answer to the official contingency question is “Yes”,
then you cannot provide a new departure address and phone number. VMPF will
need to be updated prior to AROWS-R request.

Other Information will not be seen by the IMA (only by the Orders Specialist).
Verify your personal data record at:
https://ww3.afpc.randolph.af.mil/vmpf/Hub/Pages/Confirminfo.asp



https://ww3.afpc.randolph.af.mil/vmpf/Hub/Pages/ConfirmInfo.asp
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IMA’s Supervisor Information

IMA*s Supervisor Email Address

Is this request for Points Only(ho Payl? O Yes &No

PCS/HHG Information
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3.2.2 Step 2 (Duty Purpose Information)

- Click on the “Lookup” link to select the appropriate Training Category (See
next page for selection options)

- Select the appropriate Training Category Code by clicking on Code Link
(i.e. MB (Orientation...))

- Complete Point of Contact Information blocks with your active duty
supervisor’s information

- Duty Phone (PDS) block is DSN number for active duty supervisor

- Complete Reserve Pay Office block by accessing drop down menu and
selecting your reserve pay office

- Answer remaining two questions — HouseHold Goods and PCS Order
guestions normally should be “No”

- Select the “SAVE" button

- After saving, select “NEXT” button



3.2.2.1 ADT RPA Training Category Codes

Microsoft Internet Explorer

aining Category Lookup

Category Description
Code

QJT to Achieve AFSC Upgrade Reguirements. Identifies personnel who are doing on-the-job training to achieve AFSC upgrade requirermnents
A Al hands-on skill training at the unit will be in special tour status in this TCC. Normally, tours for OJT will be restricted to upgrade milestone,
requirements when the member has difficulty achieving the next skill level with scheduled IDTs and AT over the mandatory upgrade period

Short Orientation Tours for Members New to Unitfactivity, or for Familiarization Training when Unit Receives New Equipment, Software,
MB Tech Orders, etc. |dentifies personnel who are doing training as a result of being new to the unit or activity, or as a result of the unit
receiving new equipment, software, etc. Should be used only when AT is not available for this purpose

Skill-oriented Competitions. |dentifies personnel participating in skill-oriented types of competitions li.e., Airlift Rodeo, Peacekeeper Challenge,

L Gunsmoke, etc.).
WE Instructor Training for the Transportation Proficiency Center. Identifies individuals training to qualify them to serve as instructors at the
Transportation Proficiency Center.
Ml INVOLUNTARY 45 MAN-DAY RECALL (ADTI
Aircrew mission/mobility qualification training through OJT required due to change of mission or aircraft. Identifies members who are doing
PA on-the-job training of an aircrew mission/mohility qualification nature due to a change of mission or aircraft. This TCC should be used

instead of the MZ or RZ categories until the unit completes conversion

Monflying mission/mability qualification training through OJT required due to change of mission or aircraft. dentifies members doing

PB nonflying mission/mobility qualification training through on-the-job training due to a change of mission or aircraft. This TCC should be used
instead of the MZ or RZ categories until the unit completes conversion

Unit Conversion Costs to be Charged to BRAC appropriation as Authorized by HQ AFRC/FMA and used in Conjunction with ESP code BR.
Identifies personnel participating in activities related to unit conversion and being funded out of the Base Realignment and Closure
[appropriation. Use of this TCC and BRAG funds must be authorized by HQ AFRG/FMA . This TCC should be used in conjunction with TCC
BR

Intelligence Refresher and Proficiency Training. Identifies personnel who are participating in intelligence training that cannot be completed

ME during scheduled IDT periods and/or AT. This training, normally of a recurring/refresher nature, is required for satisfactory qualification in the
assigned duty position. It may also be required by contingency status and/or command directives as appropriate

SA

Mission/mobility Qualification Training. |dentifies personnel deing either flving or nonflying training needed to qualify for the duty position or
UTC that cannot be satisfied during scheduled IDTs and AT. This is typically training of a recurring nature, not related to AFSC upgrade.
This TCC will also be used when normal qualification milestones required extensive continuous training iprogressive (PROG) training tours)
subsequent to the initial formal school.

MC

Innovative Readiness Training (IRT) Participation. A member who is participating in an Innovative Readiness Training project for the purpose
MH of valid unit or individual currency, sustainment andfor upgrade training. Required documentation as prescribed by AFI 36-2201 must be
laccomplished

Al DoD sponsored/sanctioned athletic events. Identifies personnel participating in a DoD sponsored/sanctioned athletic event iexcluding
HA CIORI. Is to be used only for actual participants in the competition, not for coaches, judges, assistants or individuals attending planning
meetings, etc

CIOR Military Competitors. Identifies selected individuals participating and providing logistical suppoert of Interallied Confederation of Reserve
Officers/Interallied Confederation of Reserve Medical Officers{CIOR/CIORM) activities as directed by HQ USAF/RE. The US compeles
with those of ather NATO nations each year. It is to be used for actual participants in the competition and for individuals giving logistical
support.

HB

Participation in joint training exercises. Identifies Reserve personnel participating in joint and command-directed training exercises. Reserve
B members are integrated with the active forces and provide required expertise. These personnel may function in command positions as
aircrew members, or specialists in any field
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3.2.3 Step 2 (Duty Purpose Information (Conversion Information)):
Complete page as required. AROWS-R will not let you select next or go to the
next step without completing these items.

If performing IDTs in conjuction with tour or converting to another duty
status, must complete “Conversion Status” block
Select one of five options

- Individual will convert status in conjunction with this tour.

- Individual will convert from one duty status to another while in place.

- Member will perform IDT before this tour (Away from Home Station).

- Member will perform IDT after this tour (Away from Home Station).

- Member will perform IDT at home station, resides outside commuting
area and requires lodging.

- Complete “Conversion to IDT Date(s)” by either inputting date or dates
manually or clicking on Pop-Up calendar located to the right of the block

- Complete “Conversion Travel Date(s)” by either inputting date or dates
manually or clicking on Pop-Up calendar located to the right of the block
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Step 2 of 7: Duty Purpose Information Section, |2 Duty Purpess -

Help is awailable by clicking on the field labels.
Fields marked with a red asterisk (%) are required.

Gonversion Information

Conversion Status [Mamber will parform IDT =t home station, resides outside commuting area, and requires ldging ¥ |
. Conversion to IDT Date(s) 20060928 2006/08/30 Bl m
(Multiple dtes can be entered) =

. Conwersion Trawvel Date(s) 2006/08/30 - 3
(Muttiple dates can be entered) -

Paint of Contact Information

Poirt of Contact
Phione
Email

* Duty Phone(PDS)
* Reserve Pay Office(RPO) -

IM A’z Supervisar Information

IMA's Supervisar Email Address [

Is this request for Poirts Only(Mo Pay)? Cives @ no

PGS/HHG Information
Is House Hold Goods (HHG) spplicable on this order?  © Yes % Mo
Estimated total cost for House Hold Goods 0.00

* Is this a Permanent Change of Station (PCS) order? ¢ Yes  ® Na

Previous Mext Save Save & Close Sawe & Route Cancel Changes

«Taps

T
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3.2.3.1 (IDTs in Conjunction with ADT RPA Tour)

This is an example of Conversion Information screen after data has been input.
In this example the member is performing IDTs at their home station but resides
outside the commuting area (as defined by the installation commander) and
requires lodging.
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3.2.3.2 Step 2 (Duty Purpose Information POC and Supervisor Info)

- Complete Point of Contact Information blocks with your active duty
supervisor’s information

- Duty Phone (PDS) block is DSN number for active duty supervisor

- Complete Reserve Pay Office block by accessing drop down menu and
selecting your reserve pay office

- Answer remaining two questions — House Hold Goods and PCS Order
guestions normally should be “No”

- Select the “SAVE” button

- After saving, select “NEXT” button
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Location Information
Ovoco order HOME: BELTON, MO
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Arrive on a0oofo0s00
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|
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|
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3.2.4 Step 3 (Duty Locations and Travel):
Complete page Duty Location as follows.

- If orderis a VOCO, check “VOCO Order”. VOCO means start dates has
already passed. If order is VOCO, you must provide justification in a later
step.

- Complete Travel Start Date block — either by typing date (YYYY/MM/DD
format) or using pop-up calendar located to the right of the block. If
outside duty location’s commuting area, then Travel Start Date is day prior
to Initial Report Date.

- Complete Initial Report Date — either by typing date (YYYY/MM/DD
format) or using pop-up calendar located to the right of the block.

- Complete End Date for this Location — either by typing date
(YYYY/MM/DD format) or using calendar located to the right of the block.

- Complete Duty Location — If reporting to unit of assignment, then click on
“Get Home Station” and fields will automatically populate. If reporting to a
location other than unit of assignment and you know the unit's PASCODE,
click on “Lookup” and select the PASCODE you are going to. If you do
not know the PASCODE, you must enter all the data manually.

10
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3.2.4.1 Step 3 (Duty Locations and Travel PersTempo, Travel & Per Diem)
Answer PERSTEMPO and Per Diem & Travel Information Questions

- The questions under PERSTEMPO Information are not required to be
answered by the IMA.

- Answer “Yes” or “No” to “within corporate limits question.” Corporate limits
usually means you live on the base you are assigned to.

- Answer “Yes” or “No” to “within commuting distance question.” Each base
has an established commuting area, normally 50 mile radius. This means
you live within that commuting area. Billeting is authorized if outside
commuting area. If uncertain, contact RPO or your active duty base
finance office

- Answer “Yes” or “No” to “commute vice staying in billeting question.” If
answer is “Yes” then you are electing to return to your residence each
night and not stay in lodging.

- Field Conditions blocks are normally left blank.

- Select “Fill out Travel to this Location”

11
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e = ey T | by M Edit
Edit Location Informmation 2 S::tebate 232::’09:’10 ,
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3.2.4.2 Step 3 (Duty Locations and Travel Continued (Travel Options))
Complete Travel Options

- Select mode of travel to duty location by clicking on drop down menu.

- The most commonly used modes are: “Commercial Airline”, “Private
Automobile — Adv to Govt”, and “Personal Automobile — Not Adv to Gowvt”.

- If traveling by POV and it is more cost effective to drive to duty location,
select “Private Automobile — Adv to Govt”. You will need to provide
justification for this mode of travel.

- If traveling by POV and it is not more cost effective to drive to duty
location, then select “Private Automobile — Not Adv to Govt”. You will only
be paid the amount authorized for an airline ticket.

- If traveling by commercial airline, you will be prompted for departure and
arrival airports.

- If you are not commuting to duty location, select “Fill out Per Diem to this
Location” after you have completed Mode of Transportation

12
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Step 3 of 7 Duty Locations and Travel Section: |3, Duty Locations v|
Help is available by clicking on the field labels.
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Travel Options
*Mode of Transportation | Personal Automobile - Ady to Govt v| HOME: BELTON, MO
Depart on  2006/0%/10
Personal ¥Yehicles -
. 1, WHITEMAM AFE, MO Edit
Miles / Cost 74/ $32.93 = Travel b — e
= . Start Date  2006/0%/10
Travel Justification Residence is outside cornrmuting area but Duty Thru  |2006/09/22
74 miles from duty location. Mot cost Per Diern Mot Sat Edit
effective for cornmercial airline cost,
HOME: BELTON, MO
Travel by Mone Edit
Arrive on 2006709722
At this point, you can Fill out Per Diemn at this Location
Add Another Location
Edit Location Inforrmation
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[ Previous ] [ Mext ] [ Delete ] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes ] z
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£ 2 Internet

3.2.4.2.1 POV Example (Advantageous to Government)

Example of traveling by personal automobile - more advantageous to the
government.

13
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| >

Track This application | wview application Details | Print DraftfOfficial Order

Tracking #: Start Date: 2006/09/16
Qrder Type: Report Date: 2006/09/16 07:30
Status: INITIAL Grade: E& End Date: 2006/09/28

Total Days: 13

Step 3 of 7: Duty Locations and Travel Section: | 3. Duty Locations -

Help is available by clicking on the field labels.
Fields marked with a red asterisk (*} are required.
Travel Options

*Mode of Transportation |Persona| Autornobile - Mot Adv to Gowt v| HOME: BELTON, MO
Depart on  2006/0%/16

Personal Yehicles

. 1, WHITEMAM AFE, MO Eclif] | =
Miles / Cost 74/ $32.93 S Travelb Hone Edit
Rated Cost $32.93 Start Date  2006/0%/16
Duty Thru  Z006/0% 28
At this point, you can Fill out Per Diem at this Location EctiDic i Hotl=sk Edit
&dd Another Location
Edit Location Information HOME: BELTON, MO
Fill out Travel for the last leg Travel by Mone Edit v
< | >
@ web Profile - READINESS MANAGEMEMT GROUP - DET & -- ACC é 0 Internet

i R
¢4 Start o In

3.2.4.2.2 POV Example (Not Advantageous to Government)

Example of traveling by personal automobile - not more advantageous to the
government.
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:: AROWS-R - Travel ::. - Microsoft Internet Explorer,

File Edit ‘Wiew Favorites Tools  Help 1','
9 A ™) e . . = e | 2
. e Back ~ </ x| = _ﬂ 7 Search ‘?/\J( Favorites eMedla @ [’-_-:-_\v £z = 3
- address | &) httpelarowsr afrc, af millarows-r imember_edit request,do V| Go | ilinks *®
Order Type: Report Date: 2006/09/16 07:30 »~
Status! End Date: Z006/09/28

Total Days: 13

Step 3 of 7: Duty Locations and Travel Section: | 3. Duty Locations w

Help is available by clicking on the field labels,
Fields marked with a red asterisk (*) are required.

Travel Options

*Mode of Transportation | Commercial Airline v| HOME: BELTON, MO
Depart on  Z006/09/16

*Departure Airport| Lookup MCI Kansas City MO USA
*arrival Airport MCI Kansas City MO USA 1, WHITEMAMN AFB, MO Edit
Award YCA Fare 350.00 O Travelby  Mone Edit

Start Date ZO0E/09) 16
o - Fill out Per D N Duty Thru  2006/0%/25
is point, you can ill out Per Dierm at this Location Per D Mot Set Edit
&dd Another Location =ELUIBM ores '
Edit Location Information
Fill out Travel for the last leg

HOME: BELTON, MO

Travel by Mone Edit
Arrive on 2006/09/28

[ Previous ] [ Mext ] [ Delete ] [ Save ] [ Save & Close ] [ Save & Route ] [ Cancel Changes ]

v
< | &
@ ‘eb Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ° Internet
—

< start & Inb ... T 2 Internet

3.2.4.2.3 Commercial Air Example

Example of traveling by commercial airline.
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2} .:: AROWS-R - Per Diem,::. - Microsoft Internet Explorer

. File Edit ‘View Favorites Tools Help

eBack - & \ﬂ \ELI _l\J /..-\JSearch ‘:T/"\'/ Favorites @Media Q‘}

.
[

SENE
'ﬂr

u

=R 3

T
: Address |€| https:farowsr ., afrc.af .milfarows-r/member_edit_request.da V| Go | ilinks *®
Applications Awaiting Action Inbox == Application Detail -
Per Diem
Track This application | wview application Details | Print DraftfOfficial Order
Tracking #: Start Date: 2006/09/16
Qrder Type: Report Date: 2006/09/16 07:30
Status: IMITIAL Grade: E6 End Date: 2006/09/28
Total Days: 13
Step 3 of 7: Duty Locations and Travel Section: | 3. Duty Locations -
Help is available by clicking on the field labels.
Fields marked with a red asterisk (*} are required.
Per Diem Location
*per Diem Location | Lookup Mot Set HOME: BELTON, MO
Depatt  2006/09716
an
Rental Car Information
. 1, WHITEMAM AFE, MO Edit
# - L, Wl TEMAN A, MU Edit
Lelolietsllcoigienuited: OYES @ Mo Travel by Persanal vehicle Edit
Stark 2006/09/16
Quarters and Messing Date
‘#vailable but not directed' is not an acceptable choice for AT duty. Per JFTR U1045.B.1, if DLut'f' 2006/ 0% 23 v

< >
é Q Internet
[

[ i@l maUsersGuidez - ...

ghl e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC

[ %@ Inbox - Microsaft .. 75 2 Internet Explorer = | = Removable Disk (F1)

-
L
iy Start

3.24.3

Step 3 (Duty Locations and Travel Continued Per Diem
Information))
Complete Per Diem Location and Rental Car Information

- Click on “Lookup” located to the right of Per Diem Location

- You will be prompted to select the state of your duty location — drop down
menu lists states alphabetically. Select the state.

- You will then be prompted to select the Locality City/County — drop down
menu contains alphabetical list. Select the base or city.

- Click on “Select” then information is populated in Per Diem Location

3.2.4.3.1 Rental Car Information

AROWS-R does not require a justification for a rental car if selecting a “Compact”
car. However, per AFI 65-109, you must complete a Rental Car Justification
(See Attachment 1 of the main AROWS-R IMA Users Guide) to provide a cost
analysis against other forms of transportation and to confirm the mission need of
the rental car.

16



<) .:: AROWS R - Per Diem ::. - Microsoft Internet Explorer

. File Edit ‘iew Favorites Tools  Help ,'
; “ — i —
: . ) ) < i i ’ = 2
e Back > \ﬂ \ELI __ﬂ - Search ¢ Favorites @ Media {3 &g = _] 3
| Address |€| https:farowsr.afrc.af .milfarows-r/member_edit_request.da V| Go | ilinks ¥
Max Lodaing: $60 on A
Max Meals: $36 =
1, WHITEMAM AFE, MO Edit
Rental Car Information Travel by Personal wehicle Edit
*1s a rental car required? Oves ®No g*:;::: 2006/09/16
Dty ZO06/ 09 28
Quarters and Messing Thru
‘Available but not directed' is not an acceptable choice for AT duty. Per JFTR U1045.6.1, if 43 Per Diem WHITEMAN AFE, Edit
the duty is not a military installation, government quarters are considerd not available, If MISSOURI

the duty is at a military installation, 'Awvailable’ is the appropriate choice.

HOME: BELTOM, MO

Travel by Mane Edit
Arrive on 20060928

* Quarters | Available A

Quarters are available, but reservations may or may not
have been rmade. If the member stays out in cormmercial
lodging, a non-availability statement will be required with
the travel claim.

* Massing all Government Meals Are Available And Directed b

At this paint, you can Fill out Travel to this Location
&dd Another Location
Edit Location Information
Fill out Trawvel for the last leg

[ Previous ][ Mext ] [ Delete ] [ Save ][ Save & Close ][ Save & Route ][ Cancel Changes ]

< e

&] weh Profile - READINESS MANAGEMENT GROLIP - DET & -- ACC S @ internet

e —
14 start [ @ Inbox - Micrasaft .., 3. Per... | ™ Removable Disk (Fr) | @l IMAUsersGUids2 - ... & IS
¥

3.2.4.4 Step 3 (Duty Locations and Travel Continued (Quarters and
Messing))
Complete Quarters and Messing Information

- Select “Available” in the Quarters block. Government quarters should
always be “available” unless your duty location does not have a base
lodging facility. If you billeted off base, you must obtain a non-availability
letter from the base lodging office in order to be reimbursed.

- Select appropriate Messing Statement.

- If billeted on base and dining facility is available, select “All Government
Meals are Available and Directed”.
- If billeted off base, select “Partial Meals are Available and Directed”.
- If duty location does not have a government dining facility, select
“Government Meals not Available or Directed”.
- Select “Fill out Travel for the last leg”.
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A .:: AROWS-R - Travel ::. - Microsoft Internet Explorer [Z”E|E|

. File Edit ‘iew Favorites Tools Help i

2 q — f "

: - 1 5 ) = i i A 2

E e Back > \ﬂ @ nl | A Search ‘.-,.\.:/ Favorites @ IMedia @3 £z = _] 3

: Address |f§| https:/farowsr,afrc,af .milfarows-r/member_edit_request,do V| Go :links *
Iracking #: tart Date: J0U6/ 05916 V.
Qrder Type: Report Date: 2006/09/16 07:30

Status: INITIAL Grade: E6& End Date: 2006/09/28

Total Days: 13

Step 3 of 7: Duty Locations and Travel Section: | 3. Duty Locations -

Help is available by clicking on the field labels.
Fields marked with a red asterisk (*} are required.

Travel Options

*Mode of Transportation |Persona| Autornobile - Mot Adv to Govt w HOME: BELTON, MO
Depart on  2006/0%/16

Personal Yehicles

. 1, WHITEMAM AFE, MO Edit
Miles / Cost 89/ $39.60 Travel by Personal Wehids Edit
Rated Cost $39.60 Start Date  2006/0%/16

Duty Thru ZO0E/ 09728
Eer Diern WHITEMAM AFB, MISSOURI Edit
HOME: BELTOM, MO
S Travelby  HMene Edit
Arrive on EO06/ 0% 28
[ Previous H Mext ] l Delete ] [ Save H Save & Close H Save & Route H Cancel Changes ] h
>
@j Web Profile - READIMNESS MAMAGEMEMT GROUP - DET & -- ACC é ' Internet

— L
:",' start r & Inbos rosoft .. <R 1 AROWSR - Tra.., | = Removable Disk (F:) f iall TMAllsersGuide - ... [ )il,

3.2.45 Step 3 (Duty Locations and Travel Continued (Return to HOR))
Complete Return Travel Options

- Select mode of travel for return to residence, by clicking on drop down
menu.

- The most commonly used modes are: “Commercial Airline”, “Private
Automobile — Adv to Govt”, and “Personal Automobile — Not Adv to Gowvt”.

- If traveling by POV and it is more cost effective to drive to duty location,
select “Private Automobile — Adv to Govt”. You will need to provide
justification for this mode of travel.

- If traveling by POV and it is not more cost effective to drive to duty
location, then select “Private Automobile — Not Adv to Govt”. You will only
be paid the amount authorized for an airline ticket.

- If traveling by commercial airline, you will be prompted for departure and
arrival airports.

- Click on “Next” button.

Verify availability for Lodging and check Per Diem Rates at:
https://secureapp2.hgda.pentagon.mil/perdiem/
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https://secureapp2.hqda.pentagon.mil/perdiem/

<} .:: AROWS-R - Tour ::. - Microsoft Internet Explorer,

File Edit ‘Wiew Favorites Tools  Help

B

eBack A \_) \ﬂ \g __h /.._\J Search ‘:;/”\'( Favorites @Media 63

: Address |f§| https:ffarowsr, afrc, af  milfarows-rfmember_edit_request,do

Please Select A Menu Home | Switch Profile | Change P:

Applications Awaiting Action Inbox == Application Detail

Tour

count | Help Logout

Track This application | View application Details | Print DraffOfficial Order

Tracking #:
Order Type:

Status: INITIAL Grade! E&

Step 4 of 7: Tour

Help is available by clicking on the field labels,
Fields marked with a red asterisk (*) are required.

GTCC Information | Select

* Does the Member have a Government Travel Charge Card
(GTCC)?

* Description:

* Type of Account:

Has wariation of itinerary been authorized?

<

Mone Selected

Mone Selected
Mone Selected

Yeso No@

Start Date: 2006/09/16
Report Date: 2006/08/16 07:30
End Date: 2006/09/28

Total Days: 13

Section: |4. Tour

ghl e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC

start | @m

é Q Internet

+:40 PM

3.2.5 Step 4 (Tour)

Complete GTCC (Government Travel Charge Card) Information

- Click on “Select” option to the right of GTCC Information
- Asub menu for GTCC date will appear.
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2N .:: AROWS-R - Government Travel Charge Card ::. - Microsoft Internet Explorer

Government Travel Charge Card

Member does not have a government travel charge card

Description

IN CORPORATE CITY LIMITE MEMBER DCOES MOT RATE TRAVEL ADWANCE.

HAZ APPLIED FOR, BUT MOT RECEIVED CARD, ADVWAMCE AUTHORIZED.,

TO AUTHORIZE.

IS IMELIGIBLE FOR CARD. TO RECEINVE AM ADWAMNCE, MUST HAVE A LETTER FROM COMMAMNDER

IS IMELIGIBLE FOR CARD. MO ADYAMNCE AUTHORIZED,

0[0]0[®|0

ADWVANCE, MUST HAVYE LETTER FROM COMMAMDER.,

EXEMPT FROM USE. INFREQUEMT TRAWELER (TW O OFR LESS TIMES PER YEAR). TO RECEIVE AM

Type of Account: | INDIWIDUALLY BILLED ACCOUNTIIBA) |

Select

Y start [ & 1nbosx - Micr...

Close

[T= Removabls ...

[ &l MAUsersaui. ..

3.25.1 Step 4 (Tour (Member Does Not Have A GTCCQC))
Complete GTCC (Government Travel Charge Card) Information

= R SiFLPM
=

- AROWS-R assumes you do not have a GTCC. If this is correct, you must
indicate reason from Description.
- Another drop down menu will appear to indicate What Type of Account —
automatically is Individually Billed Account

- Click on “Select”.

- You will be brought back to the Complete GTCC Information page.
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A .:: AROWS-R - Government Travel Charge Card ::. - Microsoft Internet Explorer

Government Travel Charge Card

1 Member does not have a government travel charge card

Description
IM CORPORATE CITY LIMITS MEMBER DOES NOT RATE TRAVEL ADWAMNCE.

MO ADWANCE AUTHORIZED

MO ADYANCE AUTHORIZED . CAMMOT CHARGE CERTAINM ITEMS

CIRCUMSTAMCES PRECLUDE USE. ADVANCE AUTHORIZED

ol0|0|@|0

MO STATEMENT MEEDED. (MO PER DIEM OR PCS TOUR.)

Type of Account: | INDIVIDUALLY BILLED ACCOUMNT(IBA) v|

Select  Close

‘s start [ mbox - Micr...

3.25.2 Step 4 (Tour (Member Does Have A GTCC))
Complete GTCC (Government Travel Charge Card) Information Continued

- If you have a GTCC, uncheck the “Member does not have a government
travel card” statement and indicate the appropriate Description option.
- If residence is within commuting distance, select “No Statement
Needed (No Per Diem or PCS Tour)".
- If residence is within corporate limits, select “In Corporate City Limits
Member Does Not Rate Travel Advance”.
- If residence is outside commuting distance, normally select “No
Advance Authorized”.
- Another drop down menu will appear to indicate What Type of Account —
automatically is Individually Billed Account
- Click on “Select”
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A .:: AROWS-R - Tour ::. - Microsoft Internet Explorer

. File Edit ‘View Favorites Tools Help ! l'
: . A = fi T T
e Back - (J \ﬂ @ _ﬂ Pl ) Search ‘5:( Favorites & Media 6‘3 [: = _J 3
: Address |€| https:/arawsr . afrc, af miljarows-rmember_edit_request.do "| G :links *
e S
Has wariation of tinerary been authorized? ves () No ®
Has dual lodging been authorized? ves ) Mo @
Has in and around mileage been authorized? ves () No ®
Has mixed mode of travel been authorized? ves () Mo ®
Has limited long distance phone calls home been authorized? w0 Oy @
will the Mermber be performing duty in a combat zone? ves () Mo @®
Is the Member requesting 150% AEAT ves () No ®
Is the Member requesting 300% AEA? ves () Mo ®
Customer Identification Code: | |
Is the Member taking leave in Conjunction? ves () Mo @
If excess baggage has been authorized: DNumber Of Excess Baggage

I:IWeight Mot To Exceed
008 [rotal Cost

Registration Information

Is there a Registration Fee? ves O Mo @® L
[ erevice I mewt 1 [ malete | [ 2awe 1 savesrclace | savespate | [ rcancel chanaee | Ao
< | >
@ ‘eb Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ' Internet

———
:'.'.' start @ Inbox - Microsaft ... = - To.., = Removable Disk (F:) iall TMAllsersGuide - ... '<,J-‘..'|‘:-: S:41 PM

3.25.3 Step 4 (Tour (Special Authorizations))

- Questions automatically indicated as “No”. You only need to change to
“Yes” if applicable to tour.

- CIC Code is required for overseas travel. Enter “00000000”. Orders
specialist will input correct data.

- Click on “Next” button.

REMEMBER: PERIODICALLY SAVE YOUR DATA BY CLICKING THE SAVE
BUTTON AT THE BOTTOM OF THE SCREENS.
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X .:: AROWS-R - Paragraphs ::. - Microsoft Internet Explorer.

. File Edit ‘View Favorites Tools Help ,'
= 7 J S, A 3
e Back. _J d ﬂ [ ﬂ 7 Search ‘:}/\  Favarites @Medla ‘3 e = _] &
: Address |f§| https:/farowsr,afrc,af .milfarows-r/member_edit_request,do V| Go :links *
AT AL TS A PR T T A LT IO AP e e =
Paragraphs

Track This application | Wiew application Details | Print Draft/Official Order

Tracking #: 783151/0 Mame: SPAMGLER, CHRISTOPHE W Start Date: Z006/02/16
Order Type: AT SSN: 509985774 Report Date: 2006/09/16 07:30
Status: INITIAL Grade: E6 End Date: 2006/09,/28

Total Days: 13

Step 5 of 7: Paragraph Selection Section: | 5. Paragraphs A

Help is available by clicking on the field labels.
Fields marked with a red asterisk (*} are required,

Go to Mon-Standard Paragraphs

Add Paragraphs

Miscellaneous Standard Paragraphs
Action | Code Paragraph Text |
Mo paragraphs selected |

Add Paragraphs

< | =

gbl e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ® Internst

—————
1 » Start f @ Inbox - Microsaft ... <N 1 BROWS-R - Par,.. | = Removable Disk (F:) F iall TMAllsersGuide - ... [ ).‘_'{_.: 5:57 PM
¥

3.2.6 Step 5 (Paragraphs)
Identify the appropriate paragraphs that apply to this tour.

- Select first “Add Paragraphs” link

- A submenu will appear for you to select applicable paragraphs.

- If mode of transportation is “commercial air”, select paragraph numbered
1086.

- If outside commuting area, select paragraphs numbered “1090” and
“1104".

- Other paragraphs depend upon the duty location, length of tour, and type
of tour.

- After indicating applicable paragraphs, click on “Select” at bottom of
submenu.

- You will be brought back to the Paragraphs page.
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3.2.6.1 Step 5 (Paragraph Submenu (Top Half))

A .:: AROWS-R - Select Paragraphs ::. - Microsoft Internet Explorer

Select Paragraphs A

ELIGIBLE FAMILY MEMBERS OF RESERWE COMPONENT MEMBERS WHOSE ORDERS SPECIFIV A PERICD OF ACTIVE DUTY
[[] 1083 | OF 31 DAYS OR MORE ARE ELIGIBLE FOR EMROLLMENT IN TRICARE. EMSURE DEPENDENTS ARE ENROLLED IM DEERS TO
ESTABLIZH ELIGIBILITY FOR MEDICAL BEMEFITS COMPLETE INFORMATION IS AVAILABLE AT Wirw TRICARE.CSD MIL |

[ FLY-IT-¥OURSELF AIRCRAFT IS AUTHORIZED AS MORE ADVANTAGEQUS TO THE GOYT. CONTACT YOLR THMO WHO 15
1084 | REQUIRED TO ARRANGE FOR THE HIRE OF FLY-IT-YOURSELF AIRCRAFT,

[] 1085 | USE OF AERO CLUB AIRCRAFT IS AUTHORIZED.

IF THERE IS A GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIN AND CFFICIAL TRAVEL

[ 1086 DESTINATION IT SHOULD BE USED UNLESS SPACE OR & SCHEDULED CONTRACT FLIGHT IS NOT AVAILABLE IN TIME TO
ACCOMPLISH THE PURPOSE OF TRAVEL, OR USE OF CONTRACT SERVICES WOULD REQUIRE THE TRAVELER TO INCUR

UNNECESSARY OVERNIGHT LODGING COSTS THAT WOULD INCREASE THE TOTAL COST OF THE TRIF.

IF THERE IS & GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIM AMD OFFICIAL TRAVEL

[ 1087 DESTIMNATION IT SHOULD BE USED UNLESS THE CONTRACTOR CARRIER'S FLIGHT SCHEDULE IS INCONSISTENT WITH
EXPLICT POLICIES OF INDIVIDUAL FEDERAL DEPARTMENTS AND AGENCIES TO SCHEDULE TRAVEL DURING MORMAL

WORKING HOURS, (IFTR C1058)

IF THERE IS & GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIM AND OFFICIAL TRAVEL

[ 1088 DESTINATION IT SHOULD BE USED UNLESS A MOM-CONTRACT (DOD APPROVED) CARRIER OFFERS A LOWER FARE
AVAILABLE TO THE GEMERAL PUBLIC, THE USE OF WHICH RESULTS IN & LOWER TOTAL TRIP COST TO THE GOVT, TO

IMCUDE THE COMBINED COSTS OF TRANSPORTATION, LODGING, MEALS AND RELATED ExPENSES.

IF THERE IS A GSA CONTRACT CITY-PAIR FARE BETWEEN AN OFFICIAL TRAVEL ORIGIN AND CFFICIAL TRAVEL
[[] 1089 | DESTINATION IT SHOULD BE USED UNLESS RAIL SERVICE 1S AVAILABLE AMD THAT SERVWICE 1S COST EFFECTIVE AND
CONSISTEMT WITH MISSION REQUIREMENTS.

PER DIEM IS BASED OM THE AVAILABILITY OF GOVT QUARTERS AND MESS, FOR TRAVEL TO MILITARY INSTALLATIONS,
ADVAMCE LODGING RESERVATIONS ARE MANDATORY TO MAXIMIZE THE USE OF GOVT QUARTERS AND FOR MORE

[ 1090 | EFFICIENT USE OF PER DIEM, CONTACT THE TDY LOCATION'S LODGING QPERATION IMMEDIATELY TO MAKE
RESERVATIONS, IF ON-BASE LODGING IS NOT AVAILABLE, THE LODGING OFFICE WILL MAKE RESERVATIONS IN
CONTRACT QUARTERS OR PROVIDE NONAVAILABILITY INFORMATION,

LA PERSOMA A QUIEN ESTA ORDER PERTENEZCA ESTA AUTHORIZADA POR LAS AUTHORIDADES MILITARES
[ 1091 | COMPETENTES DE LOS ESTADOS UNIDOS DE AMERICA PARA ENTRAR O SALIR DE ESPANA EN MISSION OFICIAL
VESTIDO DE CIMIL O MILITAR,

IN ACCORDANCE WITH PARA 5{4) OF ARTICLE XVII OF THE AGREEMENT IN IMPLEMENTATION OF ARTICLE IV OF THE b
I ¥

i. stan r:e] Il'ltuj
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3.2.6.2

Step 5 (Paragraph Submenu (Bottom-half))

AROWS-R - Select Paragraphs Microsoft Internet Explorer

;
INCUDE THE COMBINED COSTS OF TRANSPORTATION, LODGING, MEALS AND RELATED EXPENSES.

[1 1039

IF THERE I5 A GSA CONTRACT CITv-PAIR FARE BETWEEMN AN OFFICIAL TRAVEL ORIGIN AND OFFICIAL TRAWEL
DESTINATION IT SHOULD BE USED UNLE=S RAIL SERVICE IS AVAILABLE ANMD THAT SERVICE IS COST EFFECTIVE AND
COMSISTENT WITH MISSION REQUIREMENTS.

[1 1090

FPER DIEM IS5 BASED ON THE AVAILABILITY OF GOVT QUARTERS AND MEZS, FOR TRAVEL TO MILITARY INSTALLATIONS,
ADVAMNCE LODGING RESERVATIONS ARE MANDATORY TO MAXIMIZE THE USE OF GOMT QUARTERS AND FOR MORE
EFFICIENT USE ©OF PER DIEM, CONTACT THE TOW LOCATION'S LODGIMNG QPERATION IMMEDIATELT TO MAKE
RESERVATIONS. IF ON-BASE LODGING IS NOT AVAILABLE, THE LODGING OFFICE WILL MAKE RESERVATIONS IN
CONTRACT QUARTERS OR PROVIDE MOMAVAILABILITY INFORMATION,

[1 1091

LA PERSOMA & QUIEN ESTA ORDER PERTEMEZCA ESTA AUTHORIZADA POR LAS AUTHORIDADES MILITARES
COMPETENTES DE LOS ESTADOS UNIDOS DE AMERICA PARA ENTRAR O SALIR DE ESPANA EM MISSION OFICIAL
VESTIDO DE CIVIL © MILITAR.

[ 109z

IN ACCORDANCE WITH PARA S(A) OF ARTICLE AVII OF THE AGREEMEMNT IM IMPLEMENTATION OF ARTICLE IV OF THE
PANAMA CANAL TREATY OF 1977, THE AROVE NAMED INDIVIDUAL, MEMBER OF THE FORCES, IS EXEMPT FROM
CUSTOMS INSPECTION UPOMN ENTERING OR DEPARTING FOR THE REPUBLIC OF PANAMA WHEM TRAVELING OMN OFFICIAL
ORDERSE.

O

1093

DE COMFORMIDAD COM EL PARRAFO S{A) DEL ARTICULO ®VII DE; ACUERDO PARA LA EJECUCION DEL ARTICULO IV
DEL TRATADC DEL CAMAL DE PAMAMA DE 1977, EL INDIVIDUC CUYD NONBRES(S) AFARACE ARRIBA, MIEMBRO DE LAS
FUERZAS, ESTA EXTENTO DE LA INSPECCION DE ADUANA AL ENTRAR OR SALIR DE LA REPUBLICA DE PAMAMA CUANDO
WIAJA BAJO ORDEMES OFICIALES.

1094

ACCRUED ANMUAL LEAVE IS HIGHLY ENCOURAGED TO BE TAKEN DURING THESE ORDERS.

1095

WILL PROCEED AS MANY TIMES A% NECESSARYT TO HOME.

1104

SUBMIT A TRAVEL YOUCHER WITHIN 5 WORKDAYS AFTER COMPLETION OF TRAWEL.

1105

MEMBER WILL INCUR A RESERVE SERVICE COMMITMENT (RSC) ASSOCIATED WITH THIS ORDER PER AFRCI 36-2102,
TABLE 1.1 OR 1.2,

Oo|0|o|jg|o

1013

MEMBER PERFORMING AN ACTIVE DUTY TOUR IN A NON-PAYT MILITART STATUS, PAYT AND ALLOWANCES ARE NOT
AUTHORIZED; PER DIEM AND TRAVEL MAY BE AUTHORIZED.

‘4 start [ %@ mb
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aphs ::. - Microsoft Internet Explorer

File Edit ‘Wiew Favorites Tools  Help 1',’
M n— a . —
. X ) e ; . y_ 3 a2
: @ Back L) \ﬂ @ __ﬂ 7 Search ‘:}/\( Favarites @Medla Q‘B =NE 4 &
: Address |f§| https:/farowsr,afrc,af .milfarows-r/member_edit_request,do V| Go :links *
IF TACRE 1 A LSS CUNTREAST DITT-FAIE FARE BETWELDHN AN UTrL-IAL TRAVEL UREIGLIN SNLD UFFLLIAL V.

TRAVEL DESTIMATION IT SHOULD BE USED UMLESS SPACE OR A SCHEDULED CONTRACT FLIGHT IS —
Delete[1086|MOT AVAILABLE IN TIME TO ACCOMPLISH THE PURPOSE OF TRAVEL, OR USE OF CONTRACT SERVICES
WOULD REQUIRE THE TRAVELER TO INCUR UMMECESZARY OVERNIGHT LODGING COSTE THAT WOULD
INCREASE THE TOTAL COST OF THE TRIP.
PER DIEM IZ BASED ON THE AVAILABILITY OF GOWT QUARTERS AND MESS, FOR TRAVEL TO MILITARY
INSTALLATIONS, ADVANCE LODGING RESERVMATIONS ARE MANDATORY TO MAXKIMIZE THE USE OF
Delete|1090 GOWT QUARTERS AMD FOR MORE EFFICIEMT USE OF PER DIEM. CONTACT THE TDY LOCATION'S
LODGIMNG OPERATICON IMMEDIATELY TO MAKE RESERVATIONS. IF ON-BASE LODGING 15 NOT
AVAILABLE, THE LODGING OFFICE WILL MAKE RESERVATIONS IN CONTRACT QUARTERS OR PROVIDE
MONAMAILABILITY INFORMATION.
Delete[1104|5UBMIT & TRAVEL VOUCHER WITHIN 5 WORKDAYS AFTER COMPLETION OF TRAVEL.

Add Paragraphs

Mon-Standard Paragraphs

Action Paragraph Text
add
Previous ][ Mext ] [ Delete ] [ Save ][ Save & Close ][ Save & Route ][ Cancel Changes W
#Tor =
| >

< i
@l e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC

1 @ Inb crosoft ...

3.2.6.3 Step 5 (Paragraphs (Completed).

- If there are “Non-Standard Paragraphs”, click “Next” to continue to Step 6,

Justification.
- If there are “Non-Standard Paragraphs”, you will have to manually type in

the data.
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<} .:: AROWS-R - Justification ::. - Microsoft Internet Explorer

. File Edit ‘iew Favorites Tools Help -

2 5 — i <

E . \ \ ) < , . . T

e Back > \ﬂ @ nl | A Search ‘.-,.\.:/ Favorites @ IMedia @3 £z = _] .*‘i

: Address |f§| https:/farowsr,afrc,af .milfarows-r/member_edit_request,do V| Go :links *
~

RCPHA 15 May 05; Dental 15 May 05

General
Comments/ustifications

Justification for Hard
Holds

Justification for Waivers

Previous ][ Mext ] [ Delete ] [ Save ][ Save & Close ][ Save & Route ][ Cancel Changes

ern constitutes agre S staternent in conjunction with the

P «TEMENT

@hl e Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ® Internst

— C
4 start [ % Inboyx - Microsoft ... AR .1 AROWS-R - Jus.., | * RemovableDisk(F:) | Gl MAUsersGuidez-... @& )%, 6:47 M
»

3.2.7 Step 6 (Justification)

- Indicate last RCPHA and Dental Date

- Mandatory comments also required if Hard Hold condition is identified,
VOCO order, or “Yes” answered to any question in Tour (dual lodging,
phone calls, etc)

- Select “Next” at bottom of screen to proceed to Step 7, Funding
Information
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Wiew QOrder Cost

Pay & Allowance

Action
Edit
Total Travel Cost
Action|Commercial Cost|POY Cost Rental Car Quarters Messing and Misc Costs Total Travel Cost 0
Incidentals
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Travel & Per Diem v
< | 3
@ ‘eb Profile - READINESS MANAGEMENT GROUP - DET & -- ACC é ° Internet

f; start & Inb = Removable Disk (F:) iall IMAUsersGUide? - ... X 1 BROWS-R - Fu... f<';_4_'».‘:_: 7:03 PM

3.2.8 Step 7 (Funding Information (Pay & Allowances))

- Click on “Edit” under Action column of Pay & Allowances

- Appropriation Lookup submenu will appear

- Select appropriate fund cite based upon Funding Description
- Ifwrong fund cite is selected, Orders Specialist will correct

- Fund cite will populate in Pay & Allowances and return you to Funding
Information screen
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3.2.8.1 Step 7 (Funding Information (Travel & Per Diem))

- Click on “Edit” under Action column of Travel & Per Diem

- Appropriation Lookup submenu will appear

- Select appropriate fund cite based upon Funding Description
- Ifwrong fund cite is selected, Orders Specialist will correct

- Fund cite will populate in Travel & Per Diem and return you to Funding
Information screen
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3.2.9 Save & Route Orders

- You have now completed an Annual Tour orders request and must route
request forward

- Select “Save & Route” and follow screen instructions on next page

- If any there is any missing data, you will receive a warning message
detailing what to correct. Once corrected, you can “Save & Route”. If you
cannot correct an error message, contact the Help Desk (phone numbers
provided in the Contacts Section).

- If you select “Save & Close”, your orders request will not be forwarded for
approval
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Route Application Forward

After selecting “Save & Route” this is the next screen you will see
Select “Route Application Forward” which will route your request
If you select “Return to Application” your orders will not be forwarded and

no action will be taken on your request. Request will remain in your
“Orders Awaiting Action” box until you select “Route Application Forward”.
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